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INSTRUCTOR 
 

NNOOTTEE::  The System Administrator assigns the Instructor role on the 
ETMS. 

 
OVERVIEW: As an Instructor, you will have all the functions of an Employee (see 
Employee Help Files). 
 
The Instructor Role will allow you to manage all of their Programs.  The Instructor 
has a drop down menu and a Course Leader Management Bar. 
 
I. INSTRUCTOR DROP DOWN MENU: By placing the mouse on the 

[Instructor] link, three tasks will appear on a drop down menu: Reports, 
Roster-Group and Schedule Request. 

 

 
 

A. Reports: By clicking the Reports link within the Instructor drop down 
menu, a screen will appear with several standard reports.  The screen 
will look similar to this: 

 

 



Employee Training Management System (ETMS): Instructor Help Files 

Updated: 10/11/2007  Page 2 of 18 

1. Review Reports: Click the report you want to view and complete 
the required fields and submit. 

 
B. Roster-Group: To manage a Group Training Attendance Roster for a 

program, click the Roster-Group link.  The screen will look similar to 
this: 

 

 
 

1. Completed Training Attendance Roster: To access your 
Completed Training Attendance Roster, type in the keyword of the 
Program Title and click search or locate the program through the 
A-Z listing.  The screen will look similar to this: 
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a. Program Title: Click the Program Title link to view 
description from the Training Catalog.  

 
b. Start/End Date: Start/End date of the Program. 
 
c. # of Trainees on Roster: Shows the number of Trainees 

who completed the program. 
 
d. Trainee:  By clicking the Add/Remove link, the Instructor can 

remove or add additional Trainees and Instructors to the 
Roster. 

 
e. Roster: 

 
(1) Delete: The Instructor can delete a program roster by 

clicking the Delete link in the Roster column. 
 
(2) Duplicate: By clicking the Duplicate link in the Roster 

column, the Instructor can duplicate a program roster 
and modified all data fields.  The screen will look similar 
to this: 
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(a) Modify the required program fields and submit.  
The screen will look similar to this: 

 

 
 

(b) Modify the following columns as required to fit your 
new program: Delete, Grade, Hour(s), Training 
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Category, and Instructor and submit.  The screen 
will look similar to this: 

 

 
 

(c) Add additional Department/Non-Department 
Participants/Instructors and click ADD to Roster 
link or if no modifications are required, close 
window. 

 
NNOOTTEE::  If you need to correct a program roster that you 
submitted in error, do the following: duplicate the roster with 
the correct information, click the Add/Remove link, and 
highlight all the Employees on the roster and click Remove.  
The program has now been removed from the Employee’s 
Training Record. You can now delete the program roster. 

 
2. New Group Training Attendance Roster: To submit a New 

Group Training Attendance Roster, click Submit link.  Locate the 
program by the A-Z listing or the search function.  The screen will 
look similar to this: 
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a. If the program is not listed, you will need to submit a request 
to add the program to the Training Catalog. 
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b. Training Attendance Roster: Click the Program Title link to 
complete the details of the Training Attendance Roster.  The 
screen will look similar to this: 

 

 
 

(1) Complete all required fields and submit.  The screen 
will look similar to this: 
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NNOOTTEE:: The listing will default to the Employees in your 
Training Group.  To view all Department Employees click the 
All link. 

 
c. Completion of the Training Attendance Roster: 
 

(1) Step 1 – Employees: Select the Employees that 
attended the program and click ADD to Roster.  To 
add non-Department Employees, complete all required 
fields and click ADD to Roster.  To remove an 
Employee, highlight their name and click Remove.  The 
screen will look similar to this: 

 
NNOOTTEE:: Use the control key to select more than one 
employee at a time. 

 

 
 

(a) Once all of the Employees who have attended the 
training are added, click the Go to Next Step link 
to complete grade, hours and training category.  
The screen will look similar to this: 
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(2) Step 2 – Grade, Hours and Training Category: From 
the drop down menus select the appropriate Grade, 
Hours and Training Category and submit.  The screen 
will look similar to this: 

 

 
 

NNOOTTEE:: Depending on your Internet browser you may 
need to repeat this step until all of the drop downs 
(Grades, Hours and Training Category) are gone. 

 
(a) Click the [Go to Next Step] link to select the 

Instructors and hours taught.  The screen will look 
similar to this: 
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NNOOTTEE:: To finalize the roster without adding instructors, 
click the link Click Here to Finalize the Attendance 
Roster. 

 
(3) Step 3 - Department Instructors: (1) Select a 

Department Instructor from the drop down menu, (2) 
wait for Instructor Type to appear in the drop down 
menu, (3) select Instructor Type and Hours, and (4) 
submit.  Repeat the process to add additional 
Department Instructors.  The screen will look similar to 
this: 

 

 
 

(a) To add Non-Department Instructors, complete all 
required fields and submit.  Repeat this process 
to add additional Non-Department Instructors.  
The screen will look similar to this: 
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(4) Step 4 – Finalize Roster: Click the link Click Here to 
Finalize the Attendance Roster to view the finalized 
roster.  The screen will look similar to this: 

 

 
 

(a) Email List: Click the View link to review the Email 
Address of all the Employees who completed the 
program.  By clicking send, the Employee and 
their Supervisor will be notified that the program 
has been added to their training record.  If 
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additional Employees are added to the roster, the 
email will be sent only to those Employees.  The 
screen will look similar to this: 

 

 
 

(b) Completed Training Attendance Rosters:  Click 
the View link to return to your listing of Completed 
Training Attendance Rosters. 

 
C. Schedule Request: This will allow the Instructor to request that a 

Training Program held by their Training Group be listed on the Training 
Schedule.  Employees from other Training Groups will be able to 
submit an In-Service Training Request to attend that program. 

 
1. Training Schedule: To submit a Training Schedule Request, 

click the Schedule Request link within the drop down menu.  The 
screen will look similar to this: 

 



Employee Training Management System (ETMS): Instructor Help Files 

Updated: 10/11/2007  Page 13 of 18 

 
 

a. Complete all required fields and submit. 
 

NNOOTTEE:: In the Comment field include all pertinent information 
that is required for an Employee to attend the program such 
as location, program agenda, and required equipment, etc.  
An email from the System Administrator will be sent to the 
Program Coordinator when the program is added to the 
schedule.  Then the Program Coordinator will be assigned 
the Training Specialist role.  See Training Specialist Help 
File. Once the program has been added to the schedule, 
contact the System Administrator to modify the program. 
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II. COURSE LEADER MANAGEMENT: To manage all Course Leader 
Requests for their role as Instructor, a task bar called 

 is located on their 
Home Page.  The number within the parenthesis is the link to the number of 
pending Course Leader Requests that require action by the Instructor. 

 
NNOOTTEE::  An email will be sent from the Training Specialist to the Instructor 
when a Course Leader Request has been submitted by the Training 
Specialist. 

 
A. Course Leader Request: By clicking the (#) link, the Instructor can 

view a listing of all Pending, Approved and Not Approved Course 
Leader Request.  The screen will look similar to this: 

 

 
 

NNOOTTEE::  The link defaults to the Pending Course Leader Request. 
 
1. Pending: This link displays a listing all Course Leader Requests 

that are pending approval action by the Instructor. 
a. View: To view the Course Leader Request, click the View 

link.  The screen will look similar to this: 
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b. Approve: To approve a Course Leader Request, click the 

Approve link.  An email is generated by ETMS and sent to 
Supervisor for approval action. 

c. Not Approved: To not approve a Course Leader Request, 
click the Not Approve link.  Complete the comment and click 
Submit.  The system will generate an email to the Training 
Specialist.  The screen will look similar to this: 
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2. Appproved: This link displays a listing of all Course Leader 
Requests that have been approved by the Instructor. 

 
3. Not Appproved: This link displays a listing of all Course Leader 

Requests that have not been approved by the Instructor. 
 

B. Housing Request: Prior to the start of the program, the Instructor will 
receive an email requesting their housing needs.  By clicking the (#) 
link, the Instructor can view all pending housing requests.  The screen 
will look similar to this: 

 

 
 

1. Pending Request: To submit your housing request, click the 
Request link in the Housing column.  The screen will look similar 
to this: 
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a. If you do not need housing, click the I do not need housing 
link and an email will be sent to the Training Specialist. 

 
b. If you need housing complete your check in and check out 

dates, add comment as necessary and click Add.  Add any 
additional check in and check out dates as necessary and 
click Add.  The screen will look similar to this: 

 

 
 
c. If you enter a date incorrectly, click the Delete link next to the 

dates. 
 
d. To submit housing request, click the Finalize Housing 

Request link and an email will be sent to the Training 
Specialist. 

 
2. Archive: To view a listing of your completed housing requests, 

click the Archive link.  The screen will look similar to this: 
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NNOOTTEE:: Contact the Training Specialist if there are any changes in 
your Housing Request. 


